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1. Memorandum dated 21 March 1946, as amended 9 May 1946, 


— 25X1A 


subject: "Fstablishment of Saturday Duty Watches, 


2. Effective 10 August 1946, Saturday duty will te performed 


by a duty officer and an assistant who will be detailed by 
separate memoranda from time to time. 

3. Saturday duty officers and their assistants will be on duty 
from 0830 nuntil 1700 on Saturdays. The place of duty will be 


Secretary to the Director is present, the duty officer and his 


25X1A 


assistant may take station in any other office of CIG and will be 
notified by the Secretary when it js again necessary to take 


station in Room 2165. 


4, The duty officer will accept} delivery of classified and 
unclassified material, accept visitors ane office of CIG, 
answer all calls coming in to Room 2165, and will take such 
initial steps as may be appropriate in any case. When he deems 
it necessary, he will notify the proper person relative to urgent 
matters so that action may he taken. The primary function of the 


assistant to the duty officer Will be to provide necessary 


clerical and stenographic assistance. 
: i 


. | i 
5. dhe Assistant Directors of lortices, Chief, ICAP, and 
Executives for Control, operation and P&A will submit to the 
‘Secretary to the Director not later than 1200 hours on the Friday 
eeseeaing the day of duty, a stand-by list of two individuals who 
can be contacted, together with dheir home address and home | 


] ; 


' 
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Lay een 
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telephone number. Where offices maintain & full-time duty officer 
on Saturdays, his name and velephéne number may be submitted in — 
lieu of the above. ‘The Seoretdry to the Director will then place 
these addresses in the duty officer's book which will also include 
a list of all persons entering offices on Saturdays, one copy of 
CIG Administrative ae ::- GaDy of CIG Security Regula- 25X1A 
tions, a CONFIDENTIAL personnel roster, and necessary telephone 
directories. | 

6. The assistant to the duty officer will report to the 
secretary to the Director, Room 2165, at 1600 hours on the Friday 
preceding the day of duty in order £6 pick up ihe duty officer's 
book, to he hriefed relative to the use of telephones and to 
receive any special instructions relative to the Director's office. 

‘7. Duty officers and assistants sare authorized to exchange 
tours of duty with other appropriate personnel; however, responsi- 
bility rests with the individual’ detailed to report to the Secre- 
tary to the Director by 1600 hours on Friday preceding the tour of 
duty the name of the person te relieve hin. 

8. The duty officer Wi21 jake a thorough security check at L700 


— Rowre of 12 offices in the/ I thot nave 


been opened during the day jin compliance, with paragraph 10, 


25X1A 


25X1A 


Security Regulations, CIG. | Any person who enters his office in 
the ne °;: purposes of work on 
Saturdays will notify the Sar ofhives: who for security purposes, 
will list the arrivals and depaktures in the duty officer's book. 
9. Classified material will be\placed in the duty officer! 8 | 

personal safe at 1700 hours on Saturday and turned over to Central 
Records for distribution by O845 the ‘following Monday. 

10. All civilian personnel who are ‘detailed. for Saturday duty 


will be given compensatory time oft or will be paid overtime as : 
" 25X1A° | 


elected by the individual conce 


Seciehame tenet crac ieatne teeter 


ixesudive for. Personnel 
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x 8/9 Asst. Director, ORE 


x Secrotary to the Dircotor 


25X1A 


P| _ 


de ORB will operate a skeleton staff from 0830 to 
approximately 1200 on subject dete and a number of individuals 
competent to represent the Asst. Director for R & Bean be 
reached on Executive 6100 extension 2831, | 


2. Prom 1200 hours, che following are designated a 
295X1A etandeby duty officera end may be reached as indiouteds : 


FOR THE ASST, DIRECTOR FOR RESEAROH AND EVALUATION: 
25X1A | | | , 3 


Acting Executive 


i) 
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AiG Memorandum dated 21 March 1946, as. amended 9 May 1946 » subject, 


| "Establishment of Saturday Buty Watches, fc is 25X1A 


1, Ys rescinded. 


2. Effe has 19 August. 1946, Saturday duty wil FS} ee: a ane. 


| glide Of EA Gteel MAL stesidd A oi hh Pt he ES ca by 
a ndgadl and as. indicated in Tab A,.attached,? x 
i Mop ee ts ee LMA those oe Ppt ft Meese LO - Kwttt p 


fe 34 Sat undasy duty officers and’ Ghete decietante will be on duty from 0830 


until 1700 on Saturdays. The place of duty will be Room 2165 

4 fo Goes hart At dé tie bbe, ve 
However, when mem Snevert, “the duty 

sul eaberttea tans 25X1A 

officer, may take station in any other office of CIG and will be notified by 25X1A 


the iia at when it is again necessary to take station in Room 2165. 


4. The duty officer will accept delivery of classified and wmclassified 


material, accept visitors to any office of CIG, answer all calls coming in to 
Room 2165, and will take such initial steps as may be appropriate in any 

case. When he deems it necessary, he will notify the proper person relative to 
urgent matters so that action may be taken, The primary function of the 


assistant to the duty officer will be to ies necessary Clerical eae 
stenogra phic assistance, Re — 
Fie eedalt O34 le 


: 5- The feting chier, TCAP,7 Assistant Directors £o¥ Pet ace ed . 
= i g _and feaoutives for Control, Operation and P&A will submit to the 7 


on 2, LKe eee fb¢ 
‘Seeretertet not later than 1200 hours on the Friday preceding the day of duty, 


a stand-by list of two individuals who can be contacted, together with their 


home address and home neeepene number. TN The Secretary to the Director will 


PEO a NA ame Been Foes ISVS Pel ONE 


a then place these “iddrussee : in “the aay officer's book which will elso include 


a list of all persons entering offices on saturdays, one copy of C.1.G. : 
25X1A - 
= oe Administrative Order a -- copy of C.I.G. Security Regulations, a : 


; Confidential personnel roster, and. necessary phone directories. - 
: tf f Los io i i? a { ees 


6. The Sen be the duty officer will report to the aia), at 1600 ave cs 


. ce eg Se 2 
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| hours on the friday preceding the day of duty in order nace Se pick up the duty 
Lok 


Wate a 


officer's book, to be briefed relative to the use of, dames ane to receive 
any sacle instructions relative to the Pie Cerne Office. fy . 
TA Ge eel hd crate? eter ltilte ep. fg fy ews 


. Pers ~are authorized to exchange tours of dut Si 
7 a) ange tours of duty with other oes, ‘An, wf 
indiy idgal; detailed to report to the fo ho 
en ees Gf fice 9. is “oe wh. Bin Cithigt Apes (fee a LS 
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| ILLEGIB however, res onsibllity 
lo tha biaacetan« 
Secretary, the name of the person zolteving him. 


8. The duty officer will make a Shonough security check at 1700 hours of 


‘i 1A Ae an F hea Lf Me ned heeft, an, we 7 
25X all offices, that have been openéd during” the day in compliance with paragraph 
, ttt fhe 
10, seeuay Regulations, C.1.G. Any person who enters his ;: 


of work on Saturdays will notify the duty officer, who, for security purposes, 


will list the arrivals and departures in the duty officer's book. 
9. Classified material will be placed in the duty officer's personal safe 
at 1700 hours on Saturday and turned over to Central Records for distribution © 


fia ie we AME OL 7 


by 0845 the following Monday. a LL < ff a 
BAt hake af Cee. he ‘ 
10. All civilian personnel who-draw Saturday Sty, wild given compensatory 


time off, ope eee en pehy pan reesan ote-eg0ts office, ze je. 
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SATURDAY DUTY, 


1. Memorandum dated 21 March 1946, as amended 9 May 1946, 25X1A 
subject: '"Fstablishment of Saturday Duty Watches, ee 


a 


e. Effective 10 August 1946, Saturday duty will be performed 


25X1A 


by a duty officer and an assistant who will be detailed by 
separate memoranda from time to time. 

3. Saturday duty officers and their assistants will he on duty 
from 0830 nuntil 1700 on Saturdays. The place of duty will be | 25X1A 
Room 2165, ead However, when the j 
Secretary to the Director is present, the duty officer and his 
assistant may take station in any other office of CIG and will he 
- notified by the Secretary when it is again necessary to take 
station in Room 2165. | 

-4, The duty officer will accept delivery of classified and 
aneiaesteea material, accept visitors to any office of CLG; 
answer all calis coming in to Room 2165, and will take such 
initlal steps as may be appropriate in any gue. When ne deems 
it necessary, he will notify the proper person relative to urgent 
matters go that action may he taken. The primary function of the 
assistant to the duty officer will be to provide necessary 


clerical and stenographic assistance. 


5. The Assistant Directors of Offices, Chief, ICAP, and 
Executives for Control, -Operation and P&A will submit to the 
Sieratarg* ts the Director ine, aes than 1200 hours on the Friday 
preceding the day of duty, a stand-by list of two individuals who 


can be contacted, together with their home address and home 
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telephone number. Where offices maintain a full-time duty officer 
on Saturdays, his name and telephone number may be submitted in 
lieu of the above. The Secretary to the Director will then place 
these addresses in the duty officer's kook which will also include 
a list of all persons entering offices on Saturdays, one copy of 
CIG Administrative PO one copy of CIG Security Regula- EON 
tions, a CONFIDENTIAL personnel roster, -and necessary telephone 
directories, 

6. The assistant to the duty officer will report to the 
Secretary to the Director, Room 2165, at 1600 hours on the Friday 
preceding the day of duty in order to pick up the duty officer's 
book, to be briefed relative to the use of telephones and to 
receive any special instructions relative to the Director's office. 

7. Duty officers and assistants are authorized to exchange 
tours of duty with other appropriate personnel; however, responsi- 
bility rests with the individusgl detailed to report to the Secre- 
tary to the Director by 1600 hours on Friday preceding the tour of 
duty the name of the person to relieve him. 


25X1A 
8. The duty officer will make a thorough security check at 1700 


been opened during the day in compliance with paragraph 10, 25X1A 


Security Regulations, CIG. Any person who enters his office in 


2 ee 


Saturdays will notify the duty officer, who for security purposes, 


will list the arrivals and departures in the duty officer's book.. 


9. Classified material will be placed in the duty officer's 
personal safe at 1700 hours on Saturday and turned over to Central 
Records for distribution by 0845 the following Monday. | 

10. All sieditancperscuney who are detailed for Saturday duty 
will be given compensatory time off or Will be paid overtime as 


elected by the individual conc 25X1A 


Olonel, CAC . 
Executive for Personnel ~ a: 
and fdministration 


Approved For Release 2001/05/01 : CIA-RDP81-00728R000100050009-0 


Approved For Release 2001/05/01 : CIA-RDP81-00728R000100050009-0 ‘ ‘| 
RESTRICTED 
7 August 1946 


CENTRAL INTELLIGENCE GROUP 


ILLEGIB 
25X1A 


C.I.G. ADMINIST 


SATURDAY DUTY, 


1. Memorandum dated 21 March 1916, as amended 9 May 1916, 
subject: "Establishment of Saturday Duty Watches, ia 25X1A 
SaaS is rescinded. 25X1A 
2. Effective 10 August 1946, Saturday auty will be performed 
by a duty officer and an assistant who will be detailed by 
separate memoranda from time to time. 
3. Saturday duty officers and their assistants will be on duty 
from 0830 until 1700 on Saturdays. The place of duty will be 


Secretary to the Director is present, the duty officer and his 


25X1A 


assistant may take station in any other office of CIG and will be 
notified by the Secretary when it is again necessary to take 
Station in Room 2165. 

lh. The duty officer will accept delivery of classified and 
unclassified material, accept. visitors to any office of OIG, 
answer all calls coming in to Room 2165, and will take such 
initial steps as may be appropriate in any case. When he deems 
it necessary, he will notify the proper person relative to urgent 
matters so: that action may be taken. The primary function of the 
assistant to the duty officer will be to provide necessary 
clerical and stenographic assistance. | 

5. The Assistant Directors of Offices, Chief, ICAP, and 
‘Executives for Control, Operations and P&A will submit to the 
Secretary to the Director not later than 1200 hours on the Friday 
preceding the day of duty, a stand-by list of two individuals who 


can be contacted, together with their home address and home 


-P- 


EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS HAV HG BREN RESCINDED ARE No? 
| EFFECTIVE AFTER 1, JULY, 1947 eee 
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telephone number, Where offices maintain a full-time duty officer 


on Saturdays, his name and telephone number may be submitted in 
lieu of the above. The Secretary to the Director will then place 
these addresses in the duty officer's book which will alse include 
a list of all persons entering offices on Saturdays, one copy of 


CId Administrative ee see one copy of CIG Security Hegula~ 


tions, & CONFIDENTIAL personnel roster, and necessary tele phone 


25X1A 


directories. 

6 The assistant to the duty officer will report to the 
Secretary to the Director, Room 2165, at 1600. hours on the Friday 
preceding the day of duty in order to pick up the duty officer's 
book, to be briefed relative to the use of telephones and to 
receive any Special instructions relative to the Director's office. 

7. Duty officers and assistants are authorized to exchange | 
tours of duty with other appropriate personnd; however, responsi- 
bility rests with the individual detailed to report to the Secre- 
tary to the Director by 1600 hours on Friday preceding the tour of 
duty the name of the ene to relieve him. 

8. The duty officer will make a thorough security check at 1700 25X1A 
hours of all offices in the a oe) that have 
been opened during the day in compliance with paragraph 10, 
Security Regulations, CIG. Any person who enters his office in 


Saturdays will notify the duty officer, who for security purposes, 


25X1A 


will list the arrivals and departures in the duty officer's book. 
9. Classified material will be placed in the duty officer's — 
personal safe at 1700 hours on Saturday and turned over to Central 
Records for distribution by O85 the following Monday. 
10. A221 civilian personnel. who are detailed for saturday duty 
will be given compensatery time off or will be paid oeartine: as | 


eleated by the individual concerned, 
. i it 25X1A 


| Colonel, CAC 
Executive for Personnel 


and Administration 
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